
CHRIS PMCDP Training Program  Assigning a Training Program to a Position 
   

 1 March 2006, Rev. 2 

Assigning a 
Training Program 
to a Position 

 With the implementation of the Project Management Career 
Development Program, numerous positions will be required to have 
the PMCDP training program associated with the position.  To 
associate a training program with a position:   

  
1. 

 
At the “Home” screen, click on “Organizational Development” 
 

 2. Click on “Position Management” 
 

 3. Click on “Maintain Positions/Budgets” 
 

 
 
 
 4. Click on “Add/Update Position Info”  
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 5. Enter the position number in the “Position Number” field and click 

on “Search.” 
 

  The Position Data screen is displayed. 
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 6. Click on the  sign to insert a row. 

 
  A new row will be added with a new effective date. 

 
Note: If the effective date is different than the date displayed, make 

sure the appropriate date is entered.   
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 7. On the “Description” tab, click on the magnifying glass to the right 

of the “Reason” field. 
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  The “Look Up Reason” screen and the list of reason codes are  

displayed. 
 

 8. Click on “Other” for the reason code. 
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  “Other” is displayed in the “Reason” field. 

 
 9. Click on the “Specific Information” tab. 
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  The “Specific Information” screen is displayed. 

 
 10. Scroll down to the link for “Training Programs”. 
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 11. Click on the “Training Programs” link 

 
  The “Training Programs for Position” screen is displayed. 
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 12. Click on the magnifying glass to the right of the “Training Program” 

field. 
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  The “Look Up Training Program” screen and the list of training 
programs are displayed. 

  
13. 

 
Click on the training program that is to be added. 
 

  The “Training Programs for Position” screen is displayed with the 
chosen program. 
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 14. Click on the “OK” button. 

 
  The training program has been added to the position. 

 
 15. 

 
16. 

Click on the “Save” button at the bottom of the page. 
 
The training program has been saved to the position. 
 

 


